STATE OF CALIFORNIA ~ HEALTH AND WELFARY AGENCY COMUND G. BROWN JR., GOVERNOR

DEPARTMENT OF BENEFIT PAYMENTS

“44 P Street, Sacramento CA 95814
I16) 4457046

December 28, 1976

ALL-COUNTY LETTER NO. 76142

TO: ALY, COUW{Y WELFARE DIRECTORS
FISCAL STPERVISORS
ADMINISTRATIVE SERVICE OFFICERS
COUNTY AUDITORS

SUBJECT‘C0unty Welfare Department Administrative Expenditure Cost Plan

REFERENCE :

The Department of Benefit Payments has recently been notified by Social and
Rehahilitation Service (SRS) that the current California Cost Plan for Ciaiming
County Welfare Department Administrative Expenditures will not be reapproved
effective with the October-December 1976/77 quarter. SRS indicated the plan
was not approvable as it did not provide for direct charging of identifiahle
overhead costs. However, SRS did not verify inequities ir the current plan,
provide guidelines for revision, or assurancesg that any modifications would
receive approval. Therefore, priocr to any modifications to the current system,
all counties are requested to participate in a test to determine the equity

of the current system and the feasibility and cost/benefit of a modification
for direct charging. If the results demonstrate that the current plan is
reasonably equitable and there would be no cost/benefit resulting from a
modified direct charge cost plan, California will appeal the SRS position.

All counties are requested to prepare a secondary Administrative Expense Claim
during the January-March 1976/77 period. This claim is to be prepared according
to the attached model plan, which was developed with the assistance of county
fiscal staff,

Preparation of the model claim will require time reporting to function (Social
Services and Fligibility/Nonservices) by all county welfare department support
staff during the regular casework time study period. It is also required that
certain categories of overhead costs be direct charged to the benefiting function.
The model claim is to be submitted as a supplemental Administrative Fxpense

Claim by !May 1, 1977. The results of this eiaim will be the basis for comparison
with the current cost allocation plan.
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Included in this packape are the Model Plan, support staff time study instructions
[Attachment I), claiming instructions (Attachment IT), and revised claim forms
(Attachment II1) to be used for the model claim. Sufficient time study and
ciaiming forms will be sent to countles under separate cover. Also included

is an overview of the state monitoring effort (Attachment IV) and a county
critique on which all counties are to submit any comments or suggestions relating
to the model plan. All comments will be considered prior to any final changes

to the plan.

Department of Benefit Payments and Department of Health staff will be

visiting counties during the time study period to ensure the accuracy of the
test results. GStaff will also be reviewing county procedures for charging
operating costs and will be available to assist counties during the test period.

Your cooperation is appreciated.

If you have any problems or if we can be of any assistance, please notify us
at once. You may contact Ron Lee or Jim Collins at (916) 445-7046.

Sincerely,

/

GARY G. ADAMS
Deputy Director

ce: CWDA

Attachment




I.

IT.

I1T.

V.

OUTLINE OF $TATE MODEL PLAN

Caseworker Costs

The only change in this category is that IV-D staff have been integrated
into the Eligibility/Nonservices fuaction.

Parsonal Support Costs

Personal support costs are to be Jirect charged to function (Social
Services and Eligibility/Nonservices).

1. Salaries wiil be accumulate! into threc pools; Soclal Services,
Eligibility/Nonservices, and Allocable,

2. Single function support stall time staly vatios will be applied to the
appropriate support salary pool for that function.

3. Meltifunctional support stall Lime study ratios will be appliled
to the multifunctional support salary pool. Allocable costs wlll
then be distributed by the caseworker time study.

Operating Costs

Operating costs will be direct charged to function.

A. Travel costs will be direct charged to function hased on the functional
assignment of the employee incurring the costs. Those not assignable
to a single function will bhe allocated based on caseworker time
studies. :

B. Space costs and related expenditures will he direct chargel according
to net square footage based on usage. Allocable space costs will
be allocated hased on casework and support time studies.

C. Postage and communication costs wiil be direct charged to the function
benefited. Allocable costs will be allocated based on casework

and support time studies,

D, Other operatinyg costs and purchase of services will he allocate!
to functions based on caseworker and support time studies.

E. EDP - There have been no significant changes in this category.
Direct Costs

There have heen no significant changes in this section.

Staff Development

There have been no changes in this category.



Services*

Propram Income
JJotal AFDC MHO S51/58F Eligibie GR
Program Allo-
cation Ratio 1.000 50 L 20 .10 .15 .05
Casework Costs $20,000 $10,000 34, 000 $2,000 §3,000 §1,000
Personal Support 10, 000 5,000 2,000 1,000 1,500 500
Costs
Operating Costs 8,000 4,000 1,600 800 1,200 __400
TOTAL ADMINISTRATIVE COSTS
838,000 §19,000 57,600 53,800 55,700 51,900
Eligibility/Nonservices (Income Maintenance)*
Program Nonassistance
_Total AFDC  Medi~Cal  SSI/SSP Food Stamps GR
Program Allo~-
cation Ratio 1,000 . 50 .10 .15 .20 .05
Casework Costs $20,00n0 510,000 82,000 33,000 $4,000 51,000
Personal Support
Costs 12,000 A, 000 1,200 1,800 2,400 600
Operating Costs 8,000 4,000 800 _ 1,200 1,600 L
TOTAL AMMIMISTRATIVE COSTS
$40,000 $20,000 54,000 $6,000 $8,000 52,000

As illustrated above, administrative costs such as casework costs, personal
support costs (administrative and clerical staff), and operating costs (supplies,
utilities, space, equipment, purchase of service) are distributed to program

based on the caseworker time study factors.
allocated to programs as reflected in the above simplified example.
are direct charged to program (see Group IIT}.

However, not all such costs are

allocation methodology is necessary to prevent the allocation of those costs

which because of their nature and purpose

or receive allocated costs.

cannot equitably be allocated

Some costs
This deviation from the program

* These are examples of the method by which costs are allocated to program within

gach function.

-

The amounts do not represent actual expenditures.




The hours of staff whose salaries are inciuded in Direct Costs-Social Services
(DFA 325, Group IXII A-1) or NDirect Costs-Eligibility (DFA 325, Group IIl B~})
are not used for purposes of distributing overhead. Thete are two main reasons
for not using these hours. The first is that these people are not normally
located in the welfare department and therefore are not truly drawing overhead
costs other than personnel and payroil. The second reason is that these staff
hours are normally insignificant to the total hours worked.

Once administrative costs have been totally allocated, and in certain instances
charged to program, such costs are then processed through a series of mathematical
computations ‘to arrive at proper reimbursement for each program. VForms DFA 327.1
through 327.9 are used for this purpose.

DFA 425 and DFA 325 Administrative Expenditures Schedules

The DFA 4235 and 325 are the most important forms of the Administrative Expendi-
tures Claim. Their purpose is to accumulate and classify costs into specific
groups and subgroups in order that they may be systematically channeled through
the cost allocation process or direct charged to function and program.

To facilitate the completion of the DFA 425 and 325, it is advisable to identify
and accumuiate costs to groups and subgroups on separate work sheets. This

wiil also provide federal and/or state auditors with the necessary audit

trail in future audits of the administrative expenditure claims. The types

of costs included within the proups described below are intended to describe

the most prevalent expenditures incurred within a welfare department. They

are not intended to be the only possible costs that might be charged to a

specific group.
The four basic groups and the subgroups contained therein are:

GROUP I - ALLOCABLE CASEWORK COSTS

Social Service Function

Included with the group are the following casework staff, engaged in

pure soclal services (except casework staff in single service centers

such as day care centers, family planninz centers, and emergency shelter
facilities which are separate and apart from the regular welfare department

complex):

A. Services workers giving full time to services activities,

B. Adeption services workers.

C. Social Services workers, consultants, or coordinators who are

empioyees of the welfare department engaged solely in:
1. Developing, planning, and evaluating services {and/or)
2. Assisting social services staff in providing services (and/or)
3. Providing consultation to services staff (and/or)

4. Providing education and employment training services.
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CALIFORNIA COUNTY COST PLAN FOR CLATMING ADMINISTRATIVE EXPENDITURES

Cost Allocation Concept

The purpose of the Cost Plan is to provide the county welfare departments with
the means for determining administrative costs applicable to each program. Such
a cost determination is necessary to: (1)} satisfy federal reporting and funding
requirements, (2) determine appropriate federal and state financial reimbursement
for each of the welfare programs, and (3) provide the county welfare department,
as well as Department of RBenefit Payments (DBP), with reasonahly accurate expen—
ditures data required for the efficient management of the welfare operation.

The DBP cost plan is based on a twe step process. In the initial step, time
recorded by department staff is used as the basis for distributing catepories
of functionally nonidentifiable administrative costs to either the social
service or income maintenance functions. Administrative costs which can be
separately identified will be direct charged to the appropriate function(s)
and accumulated with the allocable administrative costs,

The second step of the cost plan also uses time as the basis for allocating
costs, Time reported by caseworkers (eligibility workers and social workers)
during the time study pericd is used to distribute the total administrative
coste applicahle to each function, te the programs within that function,
Under this concept, the lahorious task of the county welfare department hav-
ing to identify and direct charge each element of cost to a specific program
is practically eliminated.

The core of the cost plan is the individual time study (DFA 43, and DFA 46).

On these forms, specific staff, primarily case carrying social services workers,
eligibiiity workers, and their first-iine supervisors, record and accumulate
time spent on a particular program(s) for one month of every quarter. Selec~
tive child support workers and their first-line supervisors are also required

to complete a time study. In addition, for certain programs it may be necessary
to identify costs of specific activities which are not of a continuing or on-
going nature, Therefore, it 1s necessary to time study these activities or
functions on a monthly basis. At the end of the period, time is summarized in-
to two groups: Social Services time and Fligibility/Monservices time. Individual
program ratios are then used to distribute costs to programs. A simplified
illustration of how time is applied te costs is shown below.




H,

Soclal workers providing services relative to the Licensingz programs.

Aldes providing services complementary to casework services, including
services aides, health care aldes, family planning aides, etc.

Homemakers who are employees of the welfare department (receiving full
employee benefits).

Appeals workers.
First-line supervisors of staff A. through G. above, except those of
consultants and coordinators (which belong in Administrative Support,

Group II A-2},

All staff listed ahove are required to complete a DFA 46, Social
Worker Time Studvy,.

Eligibility and Nonservice Function (Income Mzintenance)

Inciuded within this group are the following casework staff involived in
the income maintenance process:

A,

All eligibility workers engaged in eligibility determination and
income maintenance activities, including food stamp certification
workers.

Quality control staff.

Social workers or welfare aides performing full-time eligibility
functions,

Social workers or welfare aides performing full-time eligibility
validation functions.

Appeals workers.

Clerical staff, engaged with the actual issuance of licenses or
the enforcement of safety and health standards.

Clerical staff engaged in full-time eligibility functions (budget
computations, Form 239 clerks, etc.). This may include only those
cierks who are actually performing full-time eligibility worker
functions. This does not include supportive clerical staff.

Child support workers performing IV-D fiscal services such as
SEIF and Pass-on computations. (These staff complete a DFA 49,
CWD Child Support Time Study.)




I. First-line supervisors of the staff A through H above.

All staff listed above (except for those in item "H'") are re-
quired to complete a DFA 43, Eligibility/Nonservice Time Study.

GROUP II - ALLOCABLE COSTS OTHER THAN CASEWORK STAFY

Expenditures inciuded in this group are supportive and operating costs
(overhead). Such costs are distributed to programs on the basis of case-
work hours reflected in each program.

Personal Services

Personal service support costs (administrative and clerical support) are
distributed to the social services and income maintenance functions accord-
ing to a direct charge/allocation system. All support personnel will he
required to maintain a daily time study during one month of the quarter.
The oaly exception will he county welfare directors, CETA employees, and
Group TII direct charge personnel such as workers in single service centers
(i.e. child care centers and emergency shelter facilities), foad stamp
issuance centers, colocated SAU"s, and staff development units.

Support personnel will time study by activity during the time study period.
These persomnel will be required to identify their activities to Social
Services, Eligibility/Nonservices, or Allocable. Salaries identifiable

to function by the above processes will be direct charged to function.

That portion which is not identifiable will be allocated. Support staff
are comprised of the following two categories:

A. Clerical Support
Included within this subgroup are clerical support staff who are
predominantly in direct support of casework staff in Group I. Such
staff includes:
1. Receptionists
2. Stenographers and typists
3. Social services unit clerks

4. Part-time public assistance budget clerks

5. First-liine supervisors of staff in 1 through 4 above.



B. Administrative Support

Staff included in this subgroup are:

I.

Welfare directors, district directors, assistant directors,
and second-line supervisors and above.

Administrative services officers, personnel officers, programmers,
statisticians, accountants, administrative analysts, other

staff engaped in plapbning or administration functions,

Clerical staff predominantiy in support of the staff in 1 and 2.

Accounting clerks, stock clerks, key punch operators.

Social services staff or elipgibility staff engaged in adminis-
trative duties.

Janitors, gardeners, and other staff of the welfare department
who provide upkeep services,

These staff (except those excluded from the time study process - see page 5)
will be required to complete the proposed DFA 50 Support Staff Time Study
during the normal time study month. They will time study according to the
functional activities performed: Social Services, Eligibility/Nonservices,

and Allocable.

Only time recorded to these categories is to be inciuded in

total hours used as the allocation base. Thus, sick leave and vacation hours
will be recorded separately and are not to be included with the hours recorded
to the Social Service, Eligibility/Nonservice, or Allocable categories,

Time studies for support staff assigned full time (at least 90 percent) to
social services or eligibility/nonservices units will be compiled in separate
pools on the DFA 51 Support Staff Time Study Summary. Time spent by general
support staff not assigned full time to a single function unit will also be
compiled separately on the NDFA 51. Any staff assigned to a single function
unit and not spending at least 90 percent of their time on activities related
to that unit shall be considered general support staff and their time will be
accumulated accordingly.




The total salaries for ali single function support staff will be accumulated
in thelr respective salary pools.

Salaries for single function social services support staff will be accumulated in
a single salary pool. The time spent by these staff on Eligihility/Nonservices
and Allocahle activities is then used to charge the proportionate share of that
salary poel to the Eligibility/ Nonservices and Allocable Cost Centers. This
amount shall not exceed 10 percent. The remaining portion of the salaries are

to be directly charged to the Social Services function.

Salaries for single function Eligibility/Nonservices support staff are also
accumulated in a separate salary pool. Time spent by these staff performing
Social Service and Allocable activities is used to charge their proportionate
share of salaries to the Social Services and Alliocahle Cost Centers. This
amount shall not exceed 10 percent. The remaining portion of their salaries
are to be directly charged to the Eligibility/Nonservices function.

Salaries for general support staff wiil be accumulated in a separate salary pool
and distributed according to their time 'studies. The portion of the general
support staff salaries attributed to each function will be accumulated with the
appropriate portion of the single function support salaries, and the total amount
charged to each function. The remaining allocable portion of general support
salaries will be accumulated with the allocable portion of single function
support salaries and the total will be allocated between functions based on
caseworker time studles.



Single Function ~ Social Services Support

FEligibility/
Total Hours ¥ Social Services Nonservices Allocable
ilours 1,000 .90 .08 .02
Salaries $20,000 518,000 $ 1,600 § 400

Single Function - Eligibility/Nonservices Support

Eligibility/
Total Hours 7 Social Services Nonservices Allocabie
Hours 1.000 .05 .90 .05
Salaries $40, 000 $ 2,000 $36,000 $2,000
Muitifunction Support
Eligibility/
Total Hours 7 Social Services Nonservices Allocable
Hours 1.000 .12 .18 .70
Salaries $ 8,000 $ 960 $ 1,440 53,600
Total Charged to Social Services ' $20,960
Total Charged to Income Maintenance 39,040
Total to be Allocated by Casework Time Studies 8,000

The total amount of support salaries charged to each function will then be
distributed to programs within that function based on the time study hours of
the caseworkers

Operating Expenses and Equipment

Operating expenses and equipment (OEE) include all costs other than (1) personal
gervices, and (2) those costs which are to be charged directly to program {(see
Group 1I1I1).

Operating expenses and equipment have heen divided into two major categories—-
"direct overhead" which will be charged directly to function and "indirect

overhead" which will be ailocated between functions.

A. Direct Overhead

Direct overhead has been divided into the three subcategories of Travel,
Space, and Postage and Communications for which all costs identifiahle
to a specific function will be direct charged.



A particular expense need not exclusively benefit one function for it to
be considered direct overhead. TFor example, if a building is 40 percent
identi{flable to services and 60 percent identifiable to eligibility/non-
services, then 40 percent of the building costs would be a ditect over—
head charge to services, with 60 percent a direct overhead charge to
eligihility/nonservices.,

All of the direct overhead costs that can he identified and charged to
function shall be summed with the personal services costs identified to
the same function.

Those elements of direct overhead that benefit both functions and cannot
be direct charged will be allocated to functions. Since travel costs
are primarily in support of caseworkers, allocable travel costs wili be
allocated between functions according to the time studies of only the
caseworkers. The time studies of the caseworkers and the support staff
will be used to allocate the allocahle space, postage, and communication
costs to funection,

1. Travel

Include bere all travel costs excent: 1)} those for staff development,
2) those applicable to staff whe are in special projects under srate/
county agreement, and 3) these who are in single service centers such
as day care centere, family planning centers, and emergency shelter
faciiities, which are separate and apart from the welfare complex.
Travel costs include autes purchased or rented, auto maintenance

and repairs, fuel, tires, etc., centralized motor pool charges,

plane fares, mileage allowances, and per diem.

Travel costs for auto rental, plane fares, mileage allowances, and
per diem should be direct charged to function based on the functional
assignment of the employee incurring the cost. Centralized motor
pool costs and travel costs for welfare department owned vehicles
should be charpged to function based on a ratio of miles driven by
employees in the social services or eligihility functions to total
miles driven by all county welfare department employees.

The allocable travel costs will be distribured between social services
and elipibility/nonservices based on caseworker time studies.

2. Space
Include here welfare office space costs and space costs direct biiled
or allocated through A-87, excluding separate facilities used for
storage and/eor issuance of food stamps. Space costs include:
a. use allowance, remt, or purchase of space

b. repairs and remodeling

o utilities and maintenance

o




Costs of rental of new space, purchases, or construction of new
building and major repairs and alterations must have DBP authori-
zation prior to claiming. Also, identification of separate welfare
space locations is required to be submitted with the DFA 425.

The cost of each space facility, whether rented or purchased, must

be direct charged to function. The direct charging of space will

be hased on net square footage used for each function, and not on

the number of personnel. HNet square footage is determined by de-
ducting from gross square footage those areas of common usage, such

as cafeterias, rest rooms, hallways, stairwells, etc. Once net square
footage is determined, the amount of net square footage used for each
function will be the basis for direct charging costs to that function.

The cost of facilities used purely for services functions will be
direct charged to services. The cost of facilities used purely for
elipgibility functions will he direct charged to eligibility. Costs
of space facilities housing both services and eligibility functions
will be charged to the appropriate function based on net square foot-
age use.

Cost of facilities used for purposes other than services or eligibility
functions (for example a facility used for an accounting department)
will be aliocated to function based on caseworker and support staff
time studies.

In those instances where a facility is used for all three purposes
{social service, eligibility, and allocable), the costs will first
be factored out based on (net) square footage use charged to those
functions., The cost of allocable space will then be allocated be-
tween the services and eligihiiity functions based on total depart-
mental (caseworker and support staff) time studies.

The cost of building repairs is teo be direct charged bhased on job
order to either services or eligibility functions. Building repairs
are those costs which do not require prior federal approval according
to Fiscal Manual Section 25-829, and are not performed on a regularly
scheduled hasis, such as normal maintenance. If the job order is for
the purpose of repairing facilities that are for other than services
or eligibility functions, the costs of that job order will be allocated
to services and eligibility based on total departmental time studies.
One example of an allocable repair cost would be the cost of repairing
facilities vsed by the typing pool.

Maintenance is to be direct charged on the same basis as space
facilities. Tor example, if costs of a building are charged 60
percent to services, 60 percent of the maintenance costs for that
buiiding would be direct charged to services.

1O
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space facilities separate and apart that are used as food stamp
issuance centers must be direct charged to the fpod stamp program.
Related costs such as utilities, repairs, and maintenance must aiso
he direct charged to the food stamp program.

The costs for all utilities must be direct charged to function hased
on the same methodology used for space facilities. For exanple, if
80 percent of the costs of a building is charged to services, 80 per-
cent of the utility costs for that building will also be direct
charged to services.

Postage and Communications

Postage and communication includes the costs for telephone, telegraph,
and teletype services, postal charges, stamps, post office box reat—
als and other charges of a similar pature. Teiephone costs for each
individual unit shall be direct charged to the function of that unit,.
Postage costs directly benefiting a single function are also to be
direct charged. For example, WR 7 postage costs will be direct charged
to Fligibility/Nonservices. If a postage meter is used, a batch system
will be used to charge these costs to function. Homver, costs related
to muitifunctional activities will be allocated on the hasis of depart-
mental time studies, EXCEPTION: Postage costs incurred for mailing
Food Stamp coupons will be direct charged to the Food Stamp Program.

Indirect Overhead

Indirect overhead consists of suppor:t costs which because of their nature,
are not easily direct charged to fumcrion. These costs have been divided
into the two subcaterories of Other Operating Costs and Purchase of
Services. All costs as defined within these categories will be allocated
between functions based om the time studies completed by support and
casework pervsonnel.

L.

Other Operating Costs

Include here the cost of equipment maintenance, printing, advertising,
supplies, publications and memberships, furniture, and equipment.,

Exciude those items which are direct charged to program such as
operating costs of food stamp issuance centers, staff development
units and single service centers such as family planning centers
and emergency shelter facilities which are separate and apart from
the walfare complex. Also excluded are special project centers
under state/county agreements. Costs of the single service centers
and special project centers are to be direct charged to the program
benefited under Group IIT of the administrative eclaim.

Printing charpes would inciude the cost of printing informational

hrochures, exhihit and display postera, in~house newslatters, and
forms.

it



Advertising charves are costs incurred through the news media -
newspapers, magazines, radio and television, periodicals, journals

and trade papers. Typically, advertising is used to announce personnel
recruiting, solicitation of bids for the procurement of goods and
services, and disposal of scrap or surplus equipment and supplies.

Supplies would include the cost of paper, pens, and pencils, paper
clips, rulers, binders, and other office items of a minor and
miscellaneous nature; all minor office equipment such as desk fiies,
staplers, and paper punches; and photocopy supplies such as toner,
paper, chemical cleaner, and microfiche film.

Publications and memberships would include the cost of service
organization memberships, subscriptions to trade magazines and
periodicals, and clipping services. Also included are costs for
government program and fiscal regulation materials.

As the above expenditures included under other Operating Costs cannot
easily be identified to function, these costs will be accumulated

and allocated between social services and income maintenance based

on the time studies completed by all welfare department staff.

Purchase of Services

While purchase of services may not technically be considered operating
costs, they are included here for the sake of simplification. Purchase
of services include:

A, Costs of administrative overhead services purchased from other
public apgencies that are allocated through the countywide cost
allocation plan (A-87) or that are direct or memo bilied (exclude
space and EDP costs).

R.  Costs of legal services, surveys, and audits purchased from
a private agency. Such costs, in order to be claimable,
however, require DBP prior approval.

Purchase of Service expenditures will be included in this
category and allocated between functions based on total
departmental time studies. Purchase of Service expenditures
for costs related to travel, space, postage and communications,
and EDP are not to be claimed in Purchase of Services but
should be included in the appropriate category on the claim

ag a direct charge.
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C. EDP Costs

Include here costs of data processing purchased from a private or public
agency. If from a public ageney, such costs must be determined through
a Countywide Cost Allocation Plan.

Prior to claiming EDP costs, three requirements must he met. They are:
1. DBP analysis and appraisal of all federal EDP reporting standards;

2. DEP review of the county’s costing method (part of the Countywide Cost
Allocation Plan if purchased from another county agency); and,

3. Federal approval which is based on DBP review and recommendation
of the county’s costing method.

ENP is identified to function and program through a series of
processes in order to cbtain the appropriate reimbursement. ENP
costs are first identified to (1) maintenance/operations or (2)
developmental projects. The developmental projects are further
categorlzed as Multifunctional, Social Services, or Eligibildty,.
Multifunctional developmental project costs and maintenance costs

are then allocated between functions (Social Services and Eligibility).
This allocation is based on the number of cases in the computer

that have social services history data use, relative to the number

of cases recelving a cash grant.

A gsecond allocation of all EDP costs is made to program based on
the pumber of hours spent by the eligibility workers and/or social
workers in the programs that are bhenefited by the computer services,
Detailed instructions are containsd on the actual claim forms,

DFA 425.1, DFA 327.1, and DFA 327.2.

GROUP IIT -~ DIRFECT COSTS

Costs included here are reported on the administrative claim to a specific
program{s). Such costs are unigue, not only because they benefit only a specific
nroagran, bdut in some cases, the federal and state reimbursement rate differs
from the rate applicable to similar tvpe costs. Costs in this group are
classified in two major subgroups - Social Services, and Eligibility/Nonservice.

Social Services

A Personal Services

Include here social services staff, along with related clerical

and administrative staff in single gservices centers which are separarte
and apart from the regular welfare complex  Also, include staff

nf{ special projects, such as the Model City Projeet, for which

the source of federal relmbursement may be partially from funds

other than public assietance. Separate Administrative Unit (SAl)
staff collocated in EMD offices should bz claimed in this group.
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Also include overtime salaries for Title IV-B Child Protective Service
Workers.

Claim center costs or project costs separately and state the purpose
for such costs on the DFA 325.

Do not_include state-numbered projects which are claimed on Form
GEN 215,

Operating Costs
Include here:

1. Operating costs of approved single services centers described
in Group III, A -~ Services, above.

2. Cost of emergency shelter care operated by the county welfare
department, not to exceed 14 calendar days.

3. Child care costs for the Work Incentive Program (WIN) and other
necessary work-reiated WIN purchased services where payments are
made to individuals rather than an agency.

4, The cost of returning nondelinguent runaway children.

5. Social Services (service connected expenses) purchased for
recipients as provided in the California Comprehensive Annual
Services Plan (CASP), (Exclude those reguiring a contract
as defined in Section C below.)

6. Individually contracted Homemakers (include Homemakers paid hy
county welfare department payroll bhut not receiving full employee
benefits).

Each of the ahove operating costs must be identified separately
on the NDFA 325. However, services—connected expenses feor social
service clients may be combined.

Purchase of Services

Included in this subgroup are costs of social services purchased
from private or public apgencies or organizations under approved
agreement or contract. Where costs are for services purchased fron
a public agencv, such costs must be determined under the principles
of A-87. Costs include:

L. Adult Homemalers

2. Homemakers for AFDC

3. WIN Child Care Services or other WIN purchased services necessary
to enable the WIN registrant to enter into or remain in a WIN
slot.

4, Complementary services, rehabilitation, emplovment, child
protective services, and other social services.
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Each of the above costs must be separateiy identified on the DFA

325 (Group ITI, A.3.). In addition where a particular cost benefits
more than one program, a scparation of cost by program is required.
To comply with a recent federal ruling, costs of purchases of social
services must contain a short narrative explaining the purpose for
the purchase on the DFA 325,

Eligibility and Nonservice

A. Personal Services

Parsonal services include fraud investipators of the weifare department.
The fraud investigators should spiit their time between the appropriate
programs.

B. Operating Costs
Inciude here:

1. Food Stamp Issuance Costs.

2. Medical examinations to determine eligibility for public
assistance programs.

. Purchase of Eligibility and/or Nonservice Services
Incilude here purchase of services from private or public agencies
to develop eligibility provisions and/or nonservices provisions

in federally ineligible programs.

GROUP TV ~ STAFF DEVELOPMENT

A, Parsonal Services
Include here:

1. Salary or fees for staff development personnel assigned at
least half-time to staff develooment.

Z, Eldigibility staff in training in staff aevelopment programs for
at least four consecutive weeks.

3. Social services staff in training in staff development programs for
at least eipht consecutive weeks,

4. Student workers employed under a bona fide training plan whereby
their work experience comstitutes units toward graduation.

Clerical staff directly assigned to the staff development unit.

Lt
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B, Operating Costs

Include heré:

L. Purchase or rental of office equipment for qualified training
officers and trainees under state approved training programs.

Z. Audio-visual aids, technical devices, books, teaching equipment,
travel, per diem, etc.

C. Purchase of Services

Include here:

1. Payments for special courses developed outside the welfare
department, costs of instructors, tuition, fees, etc.

2. Costs of educational leave stipends.

GROUP V - TOTAL WELFARE COSTS

GROUP V] — EXTRANEQUS COSTS

Include here costs of activities performed by county welfare department staff
which are not related to welfare functions or programs, i.e., child care billed
through Department of Education standard agreements. Fingerprinting fees for child
placement licenses would also be included within extraneous costs if the expense
was borne by the county.

GROUP VIT - CERTIFICATION

The certification is required by the State Controller’s Office. Payments

of federal and state funds held in trust for specific programs or purposes
cannot be disbursed without certification by officials responsible for the
obligations and disbursements of such funds. In the event this responsibiiity
is delegated to another official, the name and title of the representative
signing the certification must be shown.

GROUP VIII - MEMO ITEMS

The data required in this group are used in determining proper federal and
state reimbursement for the Licensing Program, Adult Homemaker/Chore Service
Program, Adoptions Program, and other data as required.
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Attachment I

PROPOSED DFA 50 COUNTY WELFARE DEPARTMENT SUPPORT STAFF TIME STUbY

This letter is to provide instructions to be followed in the compietion of the
DFA 50. This proposed DFA is to be completed by all County Welfare Department
staff not currently required to complete a caseworker time study DFA 43,

46, or 49. The only exceptions are for the welfare director and support staff
whose salaries are direct charged to program such as staff development staff,
food stamp issuance staff, and support staff assigned to separate single service
centers, or colocated SAU"s. This form is to be completed during the normal
time study month. Time is to be reported on a continuous basis and may be
rounded to the nearest quarter hour. All time, including vacation and sick
leave but excluding overtime, is to be reported., Travel time is to be charged
to the function to which it is associated.

The time categories on the NFA 50 are Social Services, Eligibility/Nonservices,
Allocable, and Vacation/Sick Leave. All time identifiable to the Social Services
or Eligibility/Nonservices categories is to be charged accordingly. For example,
administrative time completing reports, budgets, letters, etc.; maintenance

time servicing facilities, equipment, etc.; and clerical time, filing, mailing
typing, etc., is to be charged to the function benefited, If the specific
activity 1is not related to a single function, the time is to be charged to
Allocable, Vacation and sick leave is to be charged to the line designated

for that purpose.

The definitions of the time categories are as follows:

A, Social Services

This function includes those activities directed towards improving the
welfare and condition of needy individuals and families through the
provision of timely and appropriate services to assist in the developmwent
of a capacity for self care or self support. Also included are programs
directed at the provision of protective services for adults and children
in danger of abuse, neglect, or expleoitation. Social Service programs
do not provide cash assistance and should not be confused with "public
assistance" or "cash assistance" programs. Programs which are currently
incliuded in the social service function include:

1. Title XX

2. SSI/SSP Out-pf-Home Care Certifications
3. Work Incentive Program (WIN)

4, Chiid Welfare Services {CWS)

5. Adoptions

6. General Relief (GR Social Services)
7. Other Countv Programs (0COP Social Services)

8. Indochinese Social Services
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All time spent by noncasework staff providing direct support activities,
or activities in support of other Social Services staff or resources,

is to bhe recorded to this function., For example, time spent by social
service administrators preparing the Title XX Annual Plan will be charged
to this category. Time spent by janitorial or maintenance staff servicing
or repairing social service facilities shall be charged to this category.

Eligibility/Nonservices

This function ineciudes programs which are related to providing cash grants,
maintenance assistance (such as food stamps and medical benefits), and non-
service activities., Programs which are currently inciloded in this function
are:

1. Aid to Families with Dependent Children (AFDC)

2
.

Madi~Cal
3. VHNonassistance Food Stamps (NAFS)

4, Boarding Homes Licensing (BiL) - Nonservices

5. Add to Potentially Self-Supporting Blind (APSB)

6. 881/88pP

7. State Adulc

8., Emergency Loans

2, Indochinese Medical and Financial Assistance

10, S881/58P Medi-Cal Cards

il. General Relief

12, Other County Programs
All time spent by noncasework staff providing direct support activities, or
activities in support of other Eligibilitvy/Mouservice staff or resources,
is to be recorded to this function. For example, clerk-typists performing
activitles in support of the AFDC eligibility program would report this
time to the Eligibility/Nonservices function. Second line supervisors of

a NMonassistance Food Stamp Unit would time study to this line for all
ralated activities, ‘faintenance staff performing repairs to an FEligibility/
Nonservices facility would charge their time accordingly.
Allgeable

This category includes any activities which cannot be identified as
benefiting either of the above two functions. For example, time spent by
administrators and/or clerks preparing the Administrative Expense Claim,
witich benefits both functions, will be charged to the Allocable category.
Personnel officers dealing with departmentwide issues would record such
time to this category. Noncasework staff providing IV-D support activities

would also record their time to this category.
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If an activity can be identified as benefiting one of the functions listed

above, it may not be charged to Allocable. The appropriate welfare depart-
ment administrative staff are responsible for assisting other support staff
to identify activities or resources applicable to each function,

Vacation/Sick Leave

Charge to this category all vacation and sick leave time. Also incliude any
time spent on approved absences such as jury duty, military reserve duty,
etcb
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ATTACHMENT I1I
MODLEL CUD ADMINISTRATIVE EXPENSE CLATM INSTRUCTIONS

During the January - March 1976/77 quarter, all counties are requested to complete
and submit a secondary Model Administrative Expense Claim in which certain specified
overhead costs will be direct charged to function. The methodology for charging
costs to functions and programs is included in the model plan. The instructions
included 'in this attachment are to be used to complete the Model Administrative
Expense Claim, .

DFA_51

Hours for single function social services support staff are to he included

in Section A on the NFA 51. These staff have checked Box A, Social Services,
as their functional assignment (Item 3) on the DFA 50, Support Time Study,

and must have spent at least 90% of their time on social services activities.
The hours these staff charre to Line A on the DFA 50 are to be accumulated on
Line Al, Column 1 on the DFA 51, The hours these staff recorded to Lines %,
C, and E on the DFA 50 are to be accumulated in Line A2, Column 2; Line A3,
Column 3; and Line D, respectively, on the DFA 51. The total hours recorded
by these single function staff are then recorded in Section A, Total Singie
Function Services, Column 3, Ratios of hours recorded on Lines Al, A2, and

A3 (Column 3) are then developed in Column 4. These ratios are then multiplied
by the salary pool for these staff in Column 3, and the resulting distribution
of these salaries to Social Services, Eligibility, and Allocable is reported
in Section A, Columns 6, 7, and 8 respectively.

The same methodology is to be followed in Section B of the DFA 51 for those

staff that are single function eligibility staff (DFA 50, Item 3, Box B) spending
at least 907% of their time in eligibility related activities, and in Section

C of the DFA 51 for those staff that are multifunctional (DFA 50, Item 3, Box

Cy.

DFA 425.1

This form will repiace the form DPFA 325.1 in the model test claim only. Differences
between the two forms are:

Group I - Casework Costs

The only change in this group is that the child support casework function

has been consolidated into the Allocable Eligihility and Nonservices casework
function. Salaries of welfare department child support staff required

to complete a DFA 49 are to be inciuded in Group I, Line B, Accumulated
hours for child support staff are to be carried from the DFA 327.8 and
included in Line M on the DFA 323.

Group 1I - Support Costs
This section of the claim form has been modified to provide for the direct

charging to function of personal support, travel, space, and postape and
communications.
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Salaries for clerical and administrative support staff are to be carried
forward from the DFA 51, Combined clerical and administrative support
salaries from the DFA 51, Line E, Columns 6, 7, and & are to be carried

forward to the DFA 425.1, Group II, A Total, Columns 1, 2, and 3 respectively,

In Croup I1 A, Column 4 on the DFA 425.1, please indicate the total clerical

salaries on Line Al, total administrative salaries on Line A2, and total sUpPPOTt

salaries on the Total line.

Travel costs are to he included in the proper column according to the
function benefited. The methodology for identifying these costs to function
is included in the attached plan. Travel costs billed through the A-87
exhibit of costs {and their related roll forward) are to be claimed on

Line R,la, A-B7. All other CWD travel costs dre to he claimed on Line B.lih.

Allocable personal services costs and allocable travel costs {Column 3,
A plus Bl) are then totaled. These costs will be distributed between
functions based on casework time studies on the DFA 425.14A.

Space costs and postage and communications costs are also direct charged

to function on the NDFA 425.1 according to the methodology within the plan.
Space facilities costs are to be identified by space location on a separate
backup sheet to be attached to the claim,

Total direct overhead for Services and Eligibility are summarized in Column 1
and Column 2 respectively and carried forward to the DFA 425.1A.

The remaining overhead costs (other Operating Expense and Purchased Services)
are reported in Group II, B 4 and 5, totaled with the remaining allocable
portion of the direct overhead costs, and are them carried forward to

the DFA 425.1A to be distributed to function based on total departmental
time studies.

EDP costs are claimed according to the existing instructions except that
Nonallocable Child Support Developmental EDP costs are to be included
with Nonallocable Plipibility Developmental EDP costs, Line D2. The
DFA 325.1A is also to be submitted.

DFA_425.1A

The form performs the same function as Group II Computatioms formerly on the
DFA 325.1.

In Section A, casework hours from the DFA 47, Social Worker Time Study Summary,
and DFA 323, Eligibility/Nonservices Time Study Summary, are used to distribute
allocable personal services and travel costs. Hours from the DFA 49, Chiid
Support Time Study, are to be included in Line M on the DFA 323.

In Section 3, total departmental time studies are used to distribute space,

postage and communications, other operating costs, and purchase of service
support costs to function.
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in Section C, allocated overhead costs for Social Services and Eligibility/
Nonservices as determined in Sections A and B above, are added to direct overhead
costs to determine the total overhead costs for the Social Services and £ligibility/
Nonservices functions. The Social Service costs are then carried to the DFA

327.1 and the Eligibility/Nonservice costs are carried to the DFA 327.12.

The ENP Section on the DFA 425.1A has been modified to incorporate the Child
Support Function into the fligibility Function. Child support cases are to
be counted as eligibility cases for this allocation purpose.

DFA 325.2, DFA 325.2A, and DFA 325.3

These forms have not been revised and are to be included with the model direct
charge claim.

DFA 327

The DFA 327 forms have not been revised and are to be included in the model
direct charge claim. In Column 4 on the DFA 327.1 and 327.2, overhead costs
are to be carried ferward from the DFA 425.1A, Lines Clc and C2c respectively.

On the DFA 327.2 and DFA 327.7, an additional Line M is to be included for
Title IV-D Child Support. As reimbursement is provided through the District
Attorney’s Office, the total amount is to be shown as County Funds on the
DFA 327.7.
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POBYAYE GF CALIFONAIA = NTALTH AND WELFARD AGERCY . PEFAR T2l NT (F ELRIEIY Srwgir ove

EXPENDITURE SCHEDULE AND CERTIFICATION e : en e P
" PABE 1 j ;
b
— o
GROUP | CASEWORK COSTS (Personal Services) TOTAL L
A. Allocable Soclal Servicss ..oevinererionnns eereneas terrrenai feereeraae e ——.—- Seveeasraesrentanesians Ceeearsiiiinen RPN 1
‘c:‘.-: Allocable Eligibility and Monservice fincluding BrL clerical LYY £ TP i
N GROUP H SUPPORT COSTS : Cg&i;!l‘lléchT‘ C&ILREEJ‘:NC"?F ? coLuhn 3 coLuun 4
) SERVICES ELIGIBILITY ALLOCAHLE TOTAL
A. Personal Services '
1. Clerltal i -
2. Administratlon ... .............. o ! sl
TOTAL ooooovesoosessssoosesssesseessesessesssessssssmessssssosesessssssssesess + 21 &
B. OEE o , * S
1. Travel ' i ‘ . .
b Dther wovreeiii reresreraantsiann rrnareenn crensasiiisarennns
" ¥otnl Allocable Casework Overhead {Solumn 3, Lines A + BF) ....... Rl 4
2. Spacte
Be FACHIES — A-BT oovvrrrcrmeciiss s rss s e snassasssons . i
b. Malmenance,Fepairs, Utilities = A«87 .ovimiienininciiinnn. i ;
g, Fatilities = UIBT it sr st s asasssersiansae S ;‘
d. Maintenance, Repairs, Ulifities — Other ..oneenss reeeserarserar - !
8, Postage and Communications S !
o 8 ABT e seesrrsntinss s .......... crerensarsnnas
Cbhe Other s SRRSO veaenesrerans cverasnen
Yotal Direct Overhead (Colemns 1 and 2, A through B3} ...vnnnn d 8/ ;
- 4, Other Operating EXpenses  ..ociveeaeecercosvess cavernenvarerasnnrentn - - —— i
£. Purchased Services -
&. Public Agencies « A-BY ...irrremirii s s i : o .
b Puéplic Agencies ~ Direct Memo billing v
€. Privale AQERCIES .ovrreruereiorrcrsariaiasenssesen s setbmsssssiossues = - -
‘ Folni Atlocable Deparimental Overhead (Column 3, B2 through 5) ... 2 '_ : ke . zf 1
GROUP i SUBTOTAL (A THROUGH B, COLUMN 4} ..oovvrvrriaeoenrs ST A e 5
€. Allocable EDP ] B, Nonallocable EDP — Single Funttion Development
. _‘l. Allacated through Gounty A-87 Pian 1. Social Services .......... U
&, Maintenance or Cpefations ....cerveviiosinnnnes S_ 2. ElgbiHtY .oovririrmnciriioccrscsansmnmeniesaronsen $
2. Direct or Memo Billed
&. Maintenance and Operations _ﬂw______m T
b, Multifunction Development *_,__, . L -—t )
Total Allocable EDP  .ooeonveoreresecusisoeinmnssssonsans s . Totat Nonaliocable EDP ..ueereerseccessmsaesenserensers 5
~YOTAL EDP COSTS oevucecremnsnssansen et 3 e8RS AR RSP AR R s RS AR s srinsonnrs 3
== i
3/ From DFA 5%, Column B, Line E I
3¢ From DFA £1, Column 7, Lina E . .
&/ From OFA 51, Column B, Line £ _ _ ) ) X
&) Czury torward 1o DFA 425.1A, Line A7 . : :
&/ Cany forward o DFA 425,14, Line Cla . . PR .
B Carry forward 1o DFA 425.14, Line C2a g B -
3/ Carry focward to DFA 425.1A, Line BY
¥
874 a2E.1 < 8STE) 25 . |
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GROUP 1] COMPUTATIONS — SEPARATION OF ALLOCABLE SUPPORT COSTS BETWEEN SOCIAL SERVICES, ELIGIBILITY

GVERHEAD
!
A, ALLOCABLE CASEWDRK ODVERHEAD
£, Total hours from DFA 47 L. ..o iiiiiieiinass ........‘........‘................................'.....-.......
5. Totalhours F10m DF A 323 L i et ctcnsasaansssiusssssaa asraanarasirsinantnasias Crnaeaas eerdanan '
A, Grand Total (Line fand 2) ... ... .0 vaeinnns eerarecrsabatrenn earrabeerhus P PPN eesseseraanns
4. % Services overhead {Line ¥ divided by Line 3) ... ociiiivias casesa cesanian hemsasenrann s irenensinennreunn °
5, % Eligibility overnead (Line 2 divided by Ling@ 3} ...ooiieiiiinivnrnaeenen Crdeseaamnaiis erenbecsisasha i anras e
6. Tolal of Lices 4 and 5 (muslequal 1} ... .. vrernsitsssateanannamrasisne R PPN eseraranaes 1.00000
7. Group Il Tola!l Atiocable Casewotk Cverhead (total of Column 3 Allocable Casework Ovarhead, DFA 4251, A + 131; . %
8. Allocable Services Casework Overhead (Ling 7x Lingd) . ..ovviannns nesttasasandrrsrn b nansarr b rs i as o 3
B. Aliocabie Eligibitity Casework Ovarhead [Line 7 x Lina 5) S R S PINPPPPI g
B. ALLOCABLE DEPARTMENTAL OVERHEAD
"4. Toisl hours from DFA 47 plus DFA 51, Column 1 L. iuivvararacenaces v asasessdradsessaateirsiarananarasrannaian
2. Yotal hours from DFA 323 pius DFA 81, Column 2 ..o nuiivianianans [P Cibrsaesraraans Mrasirmeversran e
3, Grand Tota! (Line fand 21 ... .o i ioriiarrersancutonsensesens v nsassatsasiareseleiesesenttdan st N nany
£, % Services overhead (Line 1divided by Line 3h...ovuvvvninnenn. esaedbrrasreaen T PR easemeratievaass ¢
8. % Eligibility overiead {Line 2 divided by Line 3} ..iiiiiinrneianan iassensn veearan S L3
6. Total of Lines 4and 5 {must 8gUaL T} .. 0 iieserarunencrsassnnrnvans heaiahimaraanr ey N 1.00000
7. Group 1l Total Degartmental Allocable (total of Column 3 Allocable Overhead DFA 425.1, B2-5) ...... eeeestasuas $
8. Allocable Services Departmental Overnead {ine 7 x Line 4) ... ..vuvaounas eeenenvrenns Neneserabsenesennnraneuss $
$. Allgcable Eligibility Deparimental Overhead {Lire ¥ x Line 5) .....uaeues rsamcariunanr hevesvievterasrsravaases B
C. TOTAL DIRECT AND ALLOCATED OVERHEAD
1. Services
g. Ditec? Overhead {tota! of Column 1, Direct Services Overhead, DFA 425.1) v vvnvinnnvanns .. ........ [ 4
b. Allocated Overhead (Lines AB plus BB above) .. ... ooviviinnannens R T %
e. Total Service Overhead (tolal of Lines fa + tbabove)......... S T R RLRITRERRID §
2. Eligibllty
&. Direct Overhead (total of Column 2, Direct Efigibility Overhead, DFA 425.8) ..ouvannns. e ereeriaeeireaeeeeeae 8
b. Allocated Overhead {Lines AQ plus B3 above) ......ooviavararncnens easarmarsuennn [ R 1
& Total Etigibility Overhead (1ptal of L.ines 2a « 2b above}....- T R 1
TOTAL OVERHEAD (..., . 0aeuen PR tetaeemEstensacatsenonana Meeveestnemassenanarrrsiossnnassssnnontantssarces ¥
EDP
1. Number of Cases in Serviges .............. R R R L LR PR PR R R R EEE R .
2. Total Eligibility Cases ..........ovvevnn ereserersanaas I
3, Totalot Lines 1and 2 ... eiinemenianrniaianans e veeneievesnsessasessesrresrasesvesedrsbnssennrtssanasauTy
% of Services EDP (Line 1 divided by Line 3} .......... ieraes T LA ®
8 % of Eligibility ECP {Line 2 divided by Line 3} ........ PPN °
6. Total of Lines 4 and 5 (must equal 1} . ... .ovvvaves SRR E LA R R 100000
7. Total Allocable ECP (DFA 425.1, Group 1 G} Jewvivvnnnnnss e veenedssanesenseriatisssesnadrsracarensireassesans §
8. Services EOP — (Line 4 x Line 7 + DFA 4251, Line D1)........ T LEEEREE TR 1
e

ora 423.94 /1)

Eitgibility EOP — {Line S x Line 7 « DFA 4257, LIne D2) c..iivrrrmerenicannirrinrsacniteyrinnaarasresernentens $
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ATTACHMENT TV
DTEECT CHARGE MONTTORING PLAN

The model direct charge County Welfare Department Administrative Cost Plan
contains significant changes from the current procedures for reporting overhead
costs such as personal support staff, operating expenses and equipment. In
addition, the model plan incorporates a new concept of time reporting for

all county welfare department support staff. In order to effectively determine
the equity and cost benefit of such a plan, it is essential that the State
monitor county activities during the Januatry-March 1976/77 test quarter.

October - December 1976/77

As the model cost plan was not compnleted for statewide distribution prier to
this quarter, only selective volunteer counties will he conducting a support
staff time study and direct charge Administrative Expense Claim. To date these
counties include Glenn, Santa Clara, San Joaquin, San Bernardino, and Riverside.
DBP monitoring emphasis in these counties during this period will be directed
towards the support staff time study procedures and salary distribution in
order to resolve any discrepancies in the model cost plan prior to the January-
March test quarter. Direct charging of operating expenses and equipment will

be requested to the maximum extent. DBP staff will assist counties as necessary
in completing a direct charce claim.

January - March 1976/77

During this period all counties will complete a model direct charge Administrative
Expense Claim in addition to the normal claim. This will entail time reporting

by all county welfare department support staff and direct charging of selective
overhead costs. This perind will bhe the nrimary test period and will require
extensive county effort to ensure the accuracy of the regulting test claim.

Extensive state monitorinn will also be required to ensure proper procedures
are being followed hy aill counties. The monitoring process during this period
will consist of the following:

TI. Time Study Procedures

A, Scope

1. Review of all district offices in small and medium counties.
Review of minimum of 75% of district offices in large counties.



1L,

2. Review of county instructions issued to support staff,

3. Pergonal survey of minimum of three persomnel for each classification
{administrative and clerical) within each malor organizational
unit or bureau.

B. Time Study Survey

i. Identification of assignment.'

2. Description of normal activities performed.

3. Functional identification of activity currently being performed.

4. Functional identification of hypothetical work assipgnments.

5. Verification of proper time study procedures (current reporting,
etc.)

Operating Equipment and fixpenses

A, Review of Fxpenditure Data
1. Review of source documents,
2. Review of distrihution bhase.

R, Verification of Direct Charpe Base

IT1. Pirect Cost Survey - Attachment A

Iv.

County Critique - Attachment B




Reviewer

ATTACHMENT A
DIRECT COST SURVEY
{to be computed by State review staff)

County

Tate of Review

District Office __ _

Onit B
1. Time Study
Al County
i. Incompiete Distribution e
2. Improper Instructions
B. Individual (list number of individuals)
1. Not current o e
2. Improper function
3. Improper classification (single or mult.) _
4. Improper category (clerical, admin.) _

5. Other {specify)

Comments:

T¥, O E and E

A, Direct Overhead (list discrepancies)

Ttems checked




flomments:
R. Indirect Overhead (list discrepancies)
Items checked

L.

Comments:

Overall Analysis:
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ATTACHHENT R
COUNTY MODEL CLAIM CRITIQUE
This questionnaire is to solicit county input regarding any problems/suggestions
associated with the model direct charge Administrative [Ixpense Claim. All
tnput will be reviewed in our analvsis of this model. If there is not sufficient
roon on this form to respond, please include any attachments you wish us to
review in our analysis.
T. . Time Study Process
AL Administrative Support

1. Mumber of administrative support staff.

2. Are most of your administrative support staff assigned to a
single function? (Social Services or Eligibility/ Nonservices).

3. Are the functional distinctions between Social Services and
Eligibility/Nonservices clear to these staff?

4, Do vou have staff in this category that you feel should not
be regquired to time study? (Please specify.)

5. Did you experilence problems identifying exempted personnel?
(For example, staff in single services centers, food stamp issuance
centers, colocated SAU’s, and other direct charge personnel.)
6. Specify any additional problems/suggestions.
R. Clerical Support

1. Mumber of clerical support staff.

2. Are most of vour clerical support staff assigned to a single
function?

3. Are the functional distinctions between Social Services and
Eligibility/Nonservices clear to these staff?

4. Do you have staff in this category that you feel should not
be required to time study? ({(Please specify.)

5. Did you experience problems identifying exempted personnei?
{For example, staff in single services centers, food stamp issuance

centers, colocated SAU"s, and other direct charge personnel.)

6. Specify any additional problems/sugpestions.
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IT. Time Study Summary

1.

2.

Is this form clear and easy to complete?

Sugpestions/comments.

111. Operating Equipment and Expense

A,

Direct Overhead

o]

8.

Do you currently have cost data in order to direct charge these

“items?

Are there any additional overhead costs which you feel should
be direct charged to function? (Please specify.)

Are there any items included in Direct Overhead which you feel
should not be direct charged to function?

Did you use the methods described in the model plan?

Did you use another methodology? If so, for which elements?
Please describe. '

Do you feel the methodology in the model plan is equitable and
reasonable?

Did you incur additional cests in compiling direct costs? If
so, what types of additional expenses? How much?

Comments/suggestions.

Indirect Overhead

Are there additional items you would like to direct charge?
{Specify.)

Do you feel the allocation bases are equitable.

Sugpestions/comments.
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TV, ©Olaim Computation

H Is the claim format and use of multiple allocation bases easy
to follow.

2. Surgestions/comments.

37
Vv, TImplementation Costs

Al 1711l the additional time study requirements of this plan result in
increased costs in the following areas:

i. Support Staff
Amount

2. EDP
Amount

3. Other (please specify)
Amount

B, Will the additional requirements of this plan for direct charging
operating expense and equipment result in increased costs in the
following areas:

I. Support Staff
Amount

2. Enp
Amount

3. Other (please specify)
Amount

Please complete this questionnaire at the end of the quarter and
return to the following address:

Nepartment of Benefit Payments
Financial Planning Section M.S5. 13-77
744 "P" Street

Sacramento, CA 95814

Attention: FErnie Van Sant

County HName

County Contact Person

County Welfare Director Signature (include title if signed by other officer)
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